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Report for week ending 24 December 1953 from the RECORDS SYSTEMS BRANCH

Vital Haterimls

A wlcrolilming teaw frow this office has started the

quarterly Jilming of vital materials in the Persomnel
Office,

The Ares Records Officer for lLogistics Office has re-
ported that 1liste of vital material holdings im four
divisions have been received. A meeting will be held
alter the Mrst of the year to establish a deposit
schedule for all vital asterials of this office.

Mail Control Section
(See attached sheet on Report of Accident)

Chie?, Records Systems Branch
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Report for week ending 2l Decerber 1953 from
PORME MANAGTIENT DRANCH

4 & I has boen contacted reladive to transfer of thelr forms
funetional file to Vital latorials, Agreesent has not yet
baen coneluled,

Proposed lotice| |relative to security classifications
on forms was foruvarled tof |for approval and subrio- 25X1
sion o Nepulations Contweol Staff,

e T1 Information Report Study continues to develop slowly
with some progress being made to offect standardisation of
forma am vlim::ahe wwtem grm practices, Ft‘ll"'ﬂﬂﬂ_l

at:"swn has Deen taken o
redralt the report form prenaratory to conducting a field
{est of a corbined aster asd record copy set.

‘he Sterile Forms project las Deen successfully concluded
wiih suitable insteuciions relative o handiing such forms
released to loglatics,

25X1

e 00 Information leport Project is orogreseing satieac torily

with 00 Contacts Division greeing to a Torsat substane 25X1
Hadlly the sase as that propo Tor the FI reports, Final

draf't of the »reposed form .ta in rocess of preparation,

Joview of ‘m| eoncoerning apency correspondence standards
hag Leen comple Detalled rocommendations for chanres have
boan subrd

Curpent requests for new, rovised and reprinted forus,

Yo, of Requisgition Conles
lew 7 18,100
devisions 1 19,100
Reprints 10 103
Btal.ess 3L ﬁ,%
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